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JOB DESCRIPTION 



	Job Details

	Job Title:
	Tenancy, Support & Resettlement Team Manager  

	Team/Department:
	Bedspace Trust  

	Reports to:
	Director of Business Development
	Location:
	Regional 

	Appointment period:
	Permanent 
	Hours
	37.5



	Job Purpose

	Be responsible for the day to day management of the Tenancy Support and Resettlement team. Who manage a caseload of service users across the Bedspace regions and cover the whole process from tenancy support, resettlement and housing, to providing practical advice and support for all our Post 18 service users as they transition into independent living.   

Lead by example in the reinforcement of the Bedspace Values.  

The TSR team focuses on working with young people to enable them to continue to live in the community, learn essential life skills and independence. 





	Main Duties & Responsibilities

	· This role is with Bedspace Trust – working closely with Revenue and Benefits as well as social housing providers and Leaving Care services
· Managing TSROs and coordinator, ensuring supervision and day to day management of team and service.
· Managing KPIs of team including but not exclusive to: rental arrears process, submitting and monitoring UC/HB claims, ensuring and supporting service delivery with move on process, collaborative working with housing and maintenance to ensure property standards.
· Setting individual KPIs when necessary
· Adapting and evolving to legislation and business needs
· Willingness to take ownership for resolution of issues
· Ability to prioritise tasks, solve problems and work within constant tight deadlines.
· A good knowledge of DWP Benefits, and welfare reform 
· Ability to work accurately and to deadlines and targets
· Ability to work under pressure and deal with unforeseen issues in ever changing circumstances.  Ability to operate in a sensitive political environment.
· Accompany the Service User to appointments to ensure the relevant benefit and
tenancy applications are processed. 
· Resolve any issues that may arise during the move on cycle.
· Liaise and establish relationships with Leaving Care Teams across all authorities.
· Liaise and establish relationships with DWP to support YPs with their transition to adulthood
· Liaise and establish relationships with Young Hubs across all areas 
· Work alongside other departments within Bedspace to encourage positive outcomes, particularly housing and maintenance 
· Update all relevant Bedspace systems such as ReMas with information concerning
the Service Users tenancy, benefit, and Utilities etc.


	General Accountabilities

	
	

	1. Ensuring the highest standards of quality are achieved in all duties carried out.

2. Ensuring polices and procedures of Bedspace are carried out effectively and sensitively

	
3. To observe and maintain strict confidentially in respect of children and young people and company 


	4. Communicating effectively within the team, with other teams and across the company as a whole.

	

	5. Conducting all activities in a manner in line with the company’s vision, promoting good external relations and a positive image of the company.

	

	6. Responsible for meeting individual performance targets as agreed with post holder’s manager.

	

	7. Supporting the culture of cross sectional working, encouraging a culture of project work focusing on the objectives of the company as a whole. Actively participating or leading in projects and corporate tasks as required.

	

	

	




Health and Safety 
The post holder is required to carry out the duties in accordance with the company Health and Safety policies and procedures.

Diversity
The post holder is required to have due regard to equal opportunities at all times, and to work in a fair and reasonable manner towards all people, ensuring service standards are maintained for all cultures.

Confidentiality
The post holder is required to observe and maintain strict confidentiality in respect of guests, clients and all company information.

Other Duties 
The duties and responsibilities in this role profile are not exhaustive.  The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside the general scope of this post will be mutually agreed with the post holder.  



The above list of responsibilities is not exhaustive and the jobholder may be required to undertake other duties commensurate with the level of the role, as reasonably requested by their line manager. 






This table lists the essential and desirable requirements needed in order to perform the job effectively. Candidates will be shortlisted based on the extent to which they meet these requirements.


	
	Requirements
	Essential / Desirable

	Qualifications/
Requirements
	Driving Licence
	E

	
	NVQ Level 3 in Management of Care for Children and young People (CCYP) or willingness to work towards and achieve within 2 years
	E

	
	Well-developed personal and written communication skills, including the ability to communicate with a wide range of staff and members. 
	E

	  
	Satisfactory DBS Disclosure
	E

	  
	Willingness to undertake further training 
	E

	Experience 
	Relevant experience in a social care, hostel, local authority setting
	D

	
	Efficient reading skills with the ability to assess and comprehend written information quickly and accurately. 
	E

	
	Capable of following procedures and systematic processes. 
	E

	
	Leading or management of a team
	E

	Skills
	Willingness to take ownership for resolution of issues
	E

	
	Ability to prioritise tasks, solve problems and work within constant tight deadlines.
	E

	
	A good knowledge of DWP Benefits, and welfare reform 

	E

	
	Ability to work accurately and to deadlines and targets
	E

	
	Ability to quickly interpret data and information, and recognise inconsistencies 
	E

	
	Excellent organisational and time management skills 
	E

	
	Tact and diplomacy, together with a confident personality 
	E

	
	Clear thinking and calm approach 
	E

	
	Excellent interpersonal and communication skills 
	E

	Knowledge 
	Understanding of and commitment to the business practices of Bedspace Resource Ltd.
	E

	
	Ability to deal effectively with delegated projects from initial contact to completion without direct supervision. 
	D

	
	Ability to work under pressure and deal with unforeseen issues in ever changing circumstances.  Ability to operate in a sensitive political environment.
	E



Bedspace Job Description		Page 1 of 1

image1.jpeg




